
JOB DESCRIPTION 

Executive Assistant 
Location: Murrieta, California 
Pay Range: $80,000 plus benefits per year 
Employee Type: Full-Time Employee 
Industry: Retail Merchandising 
Job Type: Administrative - General Business 
Required Travel: Trade Shows 

 
Description - Executive Assistant 
A new start-up company in Murrieta, California is seeking to fill a position for Chief Financial                
Officer. The CFO will need to be able to supervise a large team of employees, direct them to                  
complete timely tasks and have the ability to organize detailed information about company             
finances. The CFO is responsible for overseeing the entire accounting process in the company              
which includes: 
 

1. Assist CEO with all administrative duties 
2. Coordinate all departments in the business 
3. Assist all Executives with inter-office communications and duties. 

 
 

Tasks and Duties 
  

1. Create a google drive folder for the company and folders for each and every department 
2. Collect all documents such as evaluations, bill payments, permission slips 
3. Create a check off list 
4. Organize all documents and folders and file cabinet 
5. Create an itinerary 
6. Create room listing for trade shows 
7. Ensure all items are packed on the bus for the trade shows 
8. Create a Master Calendar for the year and trade shows 

 
VE Portal Tasks - Administration 
Task 1: Establishing an office equipment inventory 
Task 2: Establishing an office equipment policy 
Task 3: Creating a system for storing and sharing files 
Task 4: Creating a company directory 
Task 5: Developing company templates for correspondence fax, memo, letter 
Task 6: Managing correspondence 
Task 7: Establishing meeting procedures 
Task 16: Organizing trade show activities 
 

http://resources.veinternational.org/admin/ADMTASK1.pdf
http://resources.veinternational.org/admin/ADMTASK2.pdf
http://resources.veinternational.org/admin/ADMTASK3.pdf
http://resources.veinternational.org/admin/ADMTASK4.pdf
http://resources.veinternational.org/admin/ADMTASK5.pdf
http://resources.veinternational.org/admin/ADMTASK6.pdf
http://resources.veinternational.org/admin/ADMTASK7.pdf
http://resources.veinternational.org/admin/ADMTASK16.pdf


   
For consideration, apply with your resume and job application, please include email address for purposes               
of contact to Mr. Levin or email your resume to jlevin@murrieta.k12.ca.us 
Application Information 
Contact: Mr. Levin 
Email: jlevin@murrieta.k12.ca.us 
 


